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QFRCE OF THE SECRETARY OF STATE

APPLICATION FOR RECORDS RETENTION SCHEDULE |, &7NCE O THE SEeRerany oe state

o RECORPS MANAGEMENT DIV!SION

INSTRUC‘T IONS See Publscatlon No 76—-HM-1 for mstructtons on completmg this forrn Forward signed original to
Depatment of Archives and History, Records Management Dms:on, 330 Capitol Avenue, Atlanta, Georgla, 30334
Attention: Schaduling SBCUOI'\
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FOR AGEN_C_:( USE . 1. Agsncy Addras: ___FOR RECORDS MANAGEMENT USE
Appiication Dete Department of Education Apptication Numbee
Office of Administrative Services &
anoiicaion Nembee 7 77 Grants Management Section o 78 5 ——
. . - ta Recsived - Dats Cornpteted
State Office Building MAR 1 01978 MAR 2 3 1978
v oL Atlanta, Georgia 30338 W 10 I o
2. PouontoContact Woiking Tite o fde;ﬁb_r;é Number
Glen A. Spur]ock Records Management 0ff1cer IT 656-2449

['3. Action Requested R e ey
3. & Estabisn Retention Schedule; record will continue to accumulate. '
b. O Dispose of present accumulation; no furthar accumulation anticipated.

——i—-"'g“é!mnd Apphﬁﬂon NO  — e Cr Ch“k Oﬂe B Change, ) D SUDETCEdB D VOid e -
4. Dates of Series 5. Records Saries Title (fallowed by title used in office; if different) e
Earliest Latest
1971 | to date | Modified Attendance Reporting Files
8. Division and Offics Function ~ What is the function of the Division and the Office in which this record series is created'r' T

The Grants Management Section coordinates the administration of educational grants,
both federal and state, between the department and local units of education; develops
contracts; provides forms management services; administers the records management
program; prov1des systems and procedures services; and coordinates delivery of E]ectron1c
Data Processing services with the Department of Administrative Services.
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7. Record Sorm Dc@mpnon Thls faie contains the fotlowmg documants (mcfude form numbers and trt.es if any}
samples of tha file.

Documents reiating to: 0-0¢"" 4;3; requestSby local school systems to modify their attendance re-
porting systems from the methods prescribed by the State Board of
Education. This is usually done by the computerization of such
records.

Included are: 1) Request to modify the reporting system; 2) Proposed procedures
for the modified reporting procedure; 3) Forms used in the proposed
system; 4) Copies of computer printouts generated by the modified
reporting system; 5) Decision of the Modified Attendance Planning
Committee; and 6) Related correspondence.

File is arranged: alphabetically by the name of the school system.
‘8. Monthiy Reference Rate ~ How often are records referred to which are: T T T T
One to six monthsoid 20 .. _; Seven to tweive monthsold 20 ___; Thirteen to twenty-four months old 20 _;

twenty-five months and oider ~0.. _
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9. Annual Rate of Accumulation of Hamrds

‘Lettersize drawers 1 _. .; Legalsize drawers __ . _: Shelves
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.; Cther (specify) N f_w,; eorrene
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YES ﬁ;; {10, _Quesiionngire  (Place an X" in the praper coiumnl LA
a. Is this the official copy of the series? ‘ ' -

L. __it not. whera is it? . _ : _ e S o
b. Does tha series contain confudantial mfornatnon requiring security handhng? 14 \kes, cite law or regu!auon
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X

Y| e lathisa vitat record? - L L N T

"X | d. Does this series have historical or lang term research value?  ° e T
¢. When one or two documents in the file make it necessary to keep the entire ﬁle for a !ong period, could these

X . documents be scheduled separately? . . e e
X_ 1. 1. s the information contained in.this series ever oubhshed? lf ves. attach coQy. e

s the information contained in this series ever analyzsd and/or recorded in a summanzed report7
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L,*ﬁj ves. attachcooy., - — e o
h. Isthera a duphcat;on of l’hls series in your offtce orin another offlca or age-:cv? - o
X1 ] " \fves.wherez  LocCal agencies maintain copies. N e
_ X | i.._Is this saries [ara maior portion of it reaularly microfilmed? _ . e f W;_:
X _1_L_Doesthe record series result in a comouter orintout? . _ . e
11. Retantion Recuirements The foilcwmg requiras tha series to be kept
- & State Law — 0 _ .years. d. Audit period — AQ e -~ YRAFS,
b. Statute of limitation — 0. _.years, e, Administrative nesd —-_— .-..n,,3_‘__“__..,_vears.
¢ Federal law - 0 .years. f. Fsderal retention instructions 0 years,

Attach copy or excert of laws or regulations. Explain administrative need.
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12 Apprond Dlapommn Inst:uc!'oi‘;s " This ag agerw recommends that the file series be cut off at the end of each:

O Cafendar Year; O Fiscal Year: (X Other When superceded, obso- . then,.
lete, or no longer used.

8 Hold in the current filesarea — _ . month{s) —_ 3 - year(s); then
Q Transfer to local holding area; hold ___ . __ .__year(s); then

O Transfer to State Records Canter; hold . . _year{s); then
‘@ Destroy. ‘

Q Transter to State Archives for permanent retention. 3 |
L Other (Specity) When reporting system is superceded or no longer used, rémove folder

from active file and place in inactive file; cut off inactive file at end of each
fiscal year; hold in current files area 3 years; then destroy.

Thess instructions apply to all prior and future accumuiations of the series.
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